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3 ACERTY, Diviaicn, Subdiviston & Admintetering Office Address

Department of Labor
Special Services Division-
. Contracts Section
501 Pulliam Street, S.W. Rm. 335
Atlanta, Georgia 30312

7.ACTION REQUESTED

m ESTABLISH DISPOSITION STANDARD; DISPOSE OF PRESENT ACCUMULATION;
RECORD WILL CONTINU% TO ACCUMULATE. 'NO FURTHER ACCUMULATION ANTICIPATED.

1"'””C{Lﬂ£§ ' See separate 1n-truct|ono for completion =f

Date Recelves j lpplléltlon Yo. Date Completed

front and Plv!?ll of thieg forn Sigm orgglnul cnd :ua Coplll

nd forvard to "'P“""""f of Arclnuag and Nistory, Artention

| 22 1978 =115 vy 28 197

Plrlon to Cont|9!.

D. Lloyd Groover

J¥orning Title State ,Tei. Mo :
Manpower Coordinatorl 656-5573 J

B.Earliest & Latest Title o ]
arllées aves 9. Exact Series Title Comprehensive Employment and Tralnlng Act (CETA)

Dates of Series . £s Fil
—7=-1-95 - Present -} -— - =i~ Contracts File __ e e

lo‘What is the functlon of the offlce in which this record series is crested?
The Training Division is urider the general administrative direction of the Deputy Director of

the Employment Security Agency and 1s respon51b1e for the development, implementation and super-
vision of Manpower Programs. The Contracts Section handles all Incoming and Outgoing contracts
that affec%ithe_Georgia Department of Labor and local subcontractors. These contracts specify
the activity under CETA that is to be provided, i.e., Institutional Training, Individual Referral
On-the~Job training, Public Service Employment, Work Experience Orientation/Assessment, Supportipe
Service etc,, or a combination of all of these. ‘ '

i ——
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l.This file contalns the following documents (include form numbers and titles, if any,

and file arrangement). _
Documents Relat;ng to: Preparlng,admlnlsterlng and/or malntalnlng CETA contracts -

‘Included are are: --A11 Title I,-1I, IXIT & VI CETA contracts and correspondence for the Balance &f -
State (Governor's Office), Middle Georgia Consortium (Macon), Central Savannah River Area
Manpower Consortium (Augusta) and Cobb Counties in addition to specific contracts for DeKalb
Fulton, Savannah, Columbus and Atlanta plus monthly and quarterly reports of accompllshments by

Area, Activity and subcontract, & Interagency correspondence & memoranda.

File is arranged: Geographically by area, thereunder numerzcally by contract; thereunder
numerlcally CETA Title number,

ATTACH SAMPLES OF THE FILE
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| PAGE. 2
P.-_:—:::E'— AR s sl : g, e o S - : .
QUESTIONNAI RE Place an 2" .“I the proper column. If ansver ls "TES,” plesser explaln : YES NO R
13. Is this the Record Copyfof the series? ' ‘ ooaMx] U]
14. Is there a duplication of this series in another office or agency” . ) AxT [ ]
Fiscal, Central Records, and Monltorlng/Evaluatlon ' f
15. Is the- 1nfonnat10n contained in this series ever summarlzed or published? [x] [ ]
Attach copy of summary or publication. :
16. Does the seriés contain classifled information requlring security handling? ‘[ ] [x]
17. Does the series initiate, amend:or termlnate agency policies and procedures? [ ] [x]
18. Could the function be performed if the files were lost or destroyed7 [ ] [x]
19. Is the series (or major portlon of it) regularly microfilmed? If yes, why? [ 1 I[x]
20. i the iecord ser1es'$rov1de data as input to an EDP file? These contracts are [X] (]
: ut1 ized by our Fiscal and Central Records Unit to feed information data to EDP

. 21. Does the record series contain documentation -produced as EDP printout? Prinfouts[ |
- about enrollee wages, fringe. benefits, allowancés, and staff salaries r'cvd from EDP

22. Has the Federal Government issued instructions governing the retention/dispo- Jx1 [ ]
sition of these files? Administrative Procedures Manual Part II, Section 11716.01

23. Will there be a need for these records 10, 15 years from now? If yes, what? [ ] xI
_ - 3 years following the termination of
2L, REQUIREMENTS. The following requlres the files to be kept - years: each contract

a.[JSTATE b.[]STATUTE OF c.[]AUDIT d.[XIFEDERAL e.[ JADMINISTRATIVE f.[ JHISTORICAL
LAW LIMITATION PERIOD LAW DECISION VALUE
(Cite Law, Statute, or other reason for the retention requirement)
Administrative Procedures Manuel - Part II, 11716.01

"CETA Records become obsolete 3 years from date of last action taken on contract"

25. AGENCY RECOMMENDATIONS. This agency recommends that the file series be cut off at the end
of each -[]JCALENDAR YEAR -[]FISCAL YEAR - [XOTHER See below ___ ,then:

[ ] Hold in the current files area_ ' .month(s)/___ __year(s):

[ -] Transfer to [ ] State Records Center [ ] Local Holding Area; hold____ year(s):

[ ] Destroy. ' :

[ ] Transfer to State Archives for permanent retention.

. [ ] Destroy immediately after cut-off.

[X] Other: (Specify) - - . L
Upon’ termlnation of the contracts‘and close—out by the agency;JEr;neEEr to 1nact1ve flle,
Cut off inactive file at end of each fiscal year;

Hold in current files area 1l year:;
Then transfer to State Records Center;
Hold 2 years; then destroy

b

(Indicate briefly rationale for recommendations above/or write additional vemarks):

Re gement teer (Signature)| - Date
ngg; égf212¢4¢4€E? //~2/57{§

Recommendat1ons Agency Head/Designee ' o
%6>/1n paragraph 25l Approved 9156"r°V9d_, Kfoget (L -ca !\;11}72,

OTHER REQUIRED SIGNATURES DATE

are: Ag < - gneeDg
' : ' Approved [ ] Disapproved J'/)“7£
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AT e 1t <292/

ST S L — ] AT




', Service etc., or a combination of all of these.
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7.KCTION REQUESTED

ESTABLISH DISPOSITION STANDARD; D DISPOSE OF PRESENT ACCUMULATION;
RECORD WILL CONTINUE TO ACCUMULATE.

NO FURTHER ACCUMULATION ANTICIPATED.‘

Dates of Series
7-1-75 - Present

§.Earliest & Latest 9.Exact Series Title Comprehen51ve Employment and Training Act (CETA)

o Contracts File

lo'uhat is the function of the office in which this record series is created?
The Training Division is under the general administrative direction of the Deputy Director of

vision of Manpower Programs. The Contracts Section handles all Incoming and Outgoing contracts
that affect the Georgia Department of Labor and local subcontractors. These contracts specify
the activity under CETA that is to be provided, i.e., Institutional Training, Individual Referra
On-the-Job training, Public Service Employment, Work Experlence Orientation/Assessment, Supportl

¥

the Employment Security Agency and is responsible for the development, implementation and super-f.

11.This file contalns the following documents - (include form numbers end titles, if any,
and file arrangement).
Documgpts Relating to: Preparlng,admlnistering and/or maxntalnlng CETA contracts

Included ares - All Title I, IX¥, III & VI CETA contracts and correspondence for the Balance of -
State (Governor's Office), Middle Georgia Consortium (Macon), Central Savannah River Area

. Manpower Consortium (Augusta) and Cobb Counties in addition to specific contracts for DeKalb,
Fulton, Savannah, Columbus and Atlanta plus monthly and quartexly. reports of aﬂcomollsbmerts by
Area, Activity and subcontract & Interagency correspondence & memoranda.

File is arranged: Geographically by area, thereunder numerically by contract; thereunder
numerically CETA Title number.

ATTACH SAMPLES OF THE FILE

P .
12 . RQUipnERT ALCHPITL . Mo, ef Dravers Cu. Ft. of Peeorda ] . No. of Dravers Cu. FL. af Peccerdn

T ARRJAL RATE OF ACCumuLatION

6 9

Letter-elze File Dravers 16 34 .

In OfZtcelal th Stersge Areals)

Legel-slse File Lravers _Figor Space Occupied (Square Peet)

o e a3
This Last Prezedingfai: Prioe
- Year's Year's Year s Yeare'

AVERACE DATLY REFERERCED

L.

25 12 1 0

Form AR-30.7}1

E‘



&

, : PAGE 2
; = S . = e = T oH _..=.::ft:..—.“.;r:.::-’;.'mnq
QUESTIONNAI RE Pisce BA “"z” in the proper column. If answer is “YEZ,” plesse evplain YE_STi‘* ND
13. Is this the Record Copy'pf the series? s - | CIx1 )]
’ ' : . ) . . . ! - l‘ .
1k. Is there 2 duplication of this series in another office or agency’ - R (x] [
Fiscal, Central Records, and Monltorlng/Evaluatlon ' ' -
15. Is tha infonnagﬁon contained in this series ever summarlzed or ﬁubllshed? (x] [1]
Attach copy of summary or publlcatlon s
16. Does the seriés contaln classified information requiring securlty handllng9 [ ) I[x]
17. Does the series inltlate, amend or terminate agency policies end procedures? [} (x]
18. Could the function be performed if the files were lost or destroyed? '_ Y Ikl
19. Is the series (or major portion of it) regularly miecrofilmed? If yes, why? { ] [x]
20. Does . the tiord series gFOVlde data as input to an EDP file? These contracts are x] [ ]
utilized by our Fiscal “and Central Records Unit to feed information data to EDP .
- 21. Does the record series contain documentation produced as EDP printout? 'Printouts[ ] k1
about enrollee wages, fringe benefits, allowances, and staff salaries r'cvd from EDP
22. fias the Federal Government issued instructions governing the retemtion/dispo- . [x]
31t10n of these files? Admlnlsfrailve “FProcedures Manval Part II, Section 11716. 01
- 23. w;ll there be a need for these records 10, 15 years from now9 If yes what? [ ] [x)
| ‘ 3 years follow1ng the terminatlon of
2h REQUIREMENTS The followlng requires the files to be’ kept , .Yyears: each contract

e.[ ]STATE b.[]STA’IlUI'E OF  c.[]aUDIT 'd.[X]F'EDER.AL - e. []ADMINISTRA‘I‘I‘.’}:. f. [ JHISTORICAL
LAW LIMITATION - PERIOD LAW DECISION VALUE.

(Cite Law, Statute, or other reason for the retentton requzrement)

Administrative Procedures Manuel - Part IT, 11716.01 :
"CETA Records become obsolete 3 years from date of last action taken on contract“
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Upo
Cut off inactive file at end of each fiscal year; o - o
T Hold in current files area 1 year; 0 - - ' TLL T e "'“4“4_'
Then transfer to State Records Center; ) - L
Hold 2 years; then destroy

25. AGENCY RECOMMENDATIONS. This agency recommends that the file series be cut off at the end
of each -[]CALENDAR YEAR -[]FISCAL YEAR -[JOTHER____ See below .. . . . ,then:

] Hold in the current files area . month(s)/ year(s): .
Transfer to [ ] State Records Center [ ] Local Holdlng Area, hold year(s)
Destroy.

Transfer to State Archives for permanent retentlon.

Destroy immediately after cut-off.

Other: (Specify) ‘

X : .
termlnatlon of the contracts and close—out by the agency, transfer to inactJve flle,

B e et fd d et

(Indzcate brmefiy rationale for recommendations aboue/br write addztzonal remarks)
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Records Retent?on Schedule

DEPARTMENT OF LABOR

Employment Security Agency
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Employment, Training and Planning Division
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No Degcription

75-149  WORK INCENTIVE CLIENT CASE FILE -
Documents relating to maintaining
enrollment, termination and follow-
up records on individuals partici-
pating in various components of the
Work Incentive Program. Included
are information identifying the client
and project; information gathered in
the foﬁlowhup of clients to verify -
.theilr activity in the project, and
benefits received from the program
and information gathered when the
client is terminated. Forms in- .
cluded are MA 5-98, MA 5-99 *WIN
Monthly Program Summary Reports;
RS 5-98, WIN Registrant Tally
Sheet; MA 5-97, WIN Status Change
Notice; F-1, WIN Follow Through
Record; C-2, Team Transmittal Sheet;
MA 6-72, Eligibility Declaration;
OMB No. 44-R01490, WIN Monthly Pro-
gram Activity Summary - Section A;
$5-97, WIN Participant History.
Files are arranged geographically by
area; thereunder numerically by proj-
ect number; thereunder numerically
by social security number.
*Work Incentive :

{* 76-175  COMPREHENSIVE EMPLOYMENT AND TRAINING
4- " ACT (CETA) CONTRACTS FILE - Documents

relating to preparing, administering
and/or maintaining CETA contracts.
Included are all Title I, II, III, &
VI CETA contracts and cotrrespondence
for the Balance of State (Governor's
Office), Middle Georgia Consortium
(Macon), Central Savannah River Area
Manpower Consortium (Augusta) and
Cobb Counties in addition to specific
contracts for DeKalb, Fulton, Savannah,
Columbus and Atlanta plus monthly and
quarterly reports of accomplishments
by Area, Activity and subcontract, &
Interagency correspondence & memoranda.
File is arranged geographically by area,
thereunder numerically by contract
number; thereunder numerically by CETA
Title number.

238

. Disposition
Upon cotipletion of 12—month
follow—up on all trainees,
transfer to inactive file;
cut off inactive file at end of
each fiscal year; then
(1) Central Record (Central
Office) file: transfer to State

Records Center; hold 3 years;
then destroy. _

(2) District Office file: transfe
to local holding area; hold 2
years; then destroy.

Note: Do not destroy until
Federal Audit has been completed.
APPROVED: 06/20/75.

*

Upon termination of the contracts
and close-out by the agency,
transfer to inactive file; cut
off inactive file at end of each
fiscal year; hold in current
files area 1 year; then transfer
to State Records Center; hold

2 years; then destroy.

APPROVED: 05/28/76.




